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This program guide was written by the staff of the MTRS and prepared exclusively for use by representatives
of the Massachusetts Teachers’ Retirement System’s employer units in conjunction with the seminar entitled
MTRS School Business Administrator Training. It is not intended as a substitute for the Massachusetts General
Laws nor will its interpretation prevail should a conflict arise between the contents of this booklet and M.G.L.
c. 32. Finally, rules governing retirement and reporting requirements are subject to change periodically either
by statute of the Massachusetts Legislature or by regulation of the MTRS.

It is better to know some of the questions than all of the answers.
James Thurber
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Part 1: Eligibility and enrollment
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� For the text of CMR 807–4.02, please see Appendix A,
here, or our website, at mass.gov/mtrs > About the
MTRS > Regulations.

� As you know, the Massachusetts Department of
Education (DOE) recently changed its name to the
Department of Elementary and Secondary Education
and its acronym is now ESE.
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� Please contact your Employer Services representative
if you need assistance determining the eligibility of
an employee with an atypical position.
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MTRS Mandatory
Enrollment
Registration Form

� This form is to be

completed and

SUBMITTED ONLINE

by School District

Administrators

� Access this one-page

interactive pdf form

from our website:

Home > Employers >

Employer forms >

MTRS Mandatory

Enrollment Registration

Form

� Registering your new

hire is mandatory.

In order for any new

employee to be able to

use our online

enrollment process,

you must first complete

and submit his or her

data online.

The online
enrollment process:
A step-by-step
overview

Step 1 Review your new hire’s eligibility for MTRS membership to ensure that he or she
qualifies for enrollment in our system.

Step 2 After you have determined that the new hire is eligible for MTRS membership,
access this page to COMPLETE and SUBMIT the online Enrollment Registration
Form. You will also need to PRINT the form, give it to your new hire and advise him
or her to complete the member enrollment process online.
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Step 3 As soon as possible after you have provided the new hire with the completed
Enrollment Registration Form, he or she should access our online enrollment process
for members by going to our homepage at http://www.mass.gov/mtrs and clicking
on “Quick links to our most popular pages,” and selecting “Enroll in the MTRS.”
As Step 3 in the member process, the new enrollee is instructed to PRINT the
enrollment confirmation page, below.

Step 4 When you receive the printed confirmation page from your new hire, please review
the information and, based on the employee’s past history with the MTRS and/or
another Massachusetts contributory retirement system, establish his or her
contribution rate. Also, be sure to include all new MTRS enrollees on your next
monthly retirement deduction report.

TIP: To ensure that the new hire has reflected all relevant past Massachusetts
contributory retirement system service, compare the enrollment data on his or her
confirmation sheet with his or her résumé.

Member
Enrollment
Confirmation Form

� This web page is to be

printed by the member

during the online

enrollment process,

and given to the

School District

Administrator as soon

as possible.

� The employee’s data is

presented in a clean,

clear format that,

in most cases, will fit

on one page.

� Each confirmation form

will include a helpful,

variable Message for

Payroll Officer that

provides guidance in

determining that

particular employee’s

contribution rate.

The online
enrollment process:
A step-by-step
overview
(continued)
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� Member answer: Please insist that employees who
omit prior service go through the online enrollment
process a second time to correct any omissions; their
new data will overwrite their original data with us.
You, however, do not need to complete a second
employer registration form for them.

� Employer answer: The enrollment process assigns
the current contribution rate of 11 percent to “new”
members. In the case of a member who started prior
to 2001 but who had not properly enrolled, the
program assigns the rate of 11 percent even though it
should be 9 percent. Accordingly, please be sure to
review your employee’s data carefully.

� For more information, please refer to:

�� Appendix B, Restrictions on Post–Retirement Public
Sector Employment in Massachusetts, Memo
#24/2008, dated July 2, 2008 from the Public
Employee Administration Commission (PERAC),
and

�� Appendix C, MTRS establishes new policy clarifying
restrictions on hiring retirees, mailed April 1, 2008
from the MTRS to all school superintendents.
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Part 2: Two compensation issues
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� Employer reporting requirements for active
members: Currently, we collect information
regarding workers’ compensation leaves and
payments for active members at the time of their
retirement. In addition to the member listing any
workers’ compensation payments, employers are
required to detail any workers’ compensation leaves
(the dates of the leave, type of incapacity, and any
payments made by the school district to the member
during the period of workers’ compensation leave).
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� For the statute, MTRS policy statement and guidelines
on regular compensation, please see Appendix D.

� Base pay can always be found in the member’s
contract or collective bargaining agreement (CBA).
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� In order to be pensionable, pay for additional
services, with few exceptions, must not be calculated
as hourly, daily, per student, etc.

� Certain payments are specifically defined as regular
compensation in Chapter 32.

� Pay received for working extra days is pensionable
only in limited situations.
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� There are several categories of additional earnings
that never qualify as regular compensation.
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� Remember that in order for additional compensation
to be pensionable, the function and the payment must
be clearly set forth in the contract or CBA.

� Certain benefits beyond base and additional earnings
are considered regular compensation.

� Most reimbursements, one-time expense payments,
and cash paid in lieu of non-cash benefits are not
considered regular compensation.
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� Compensation for summer school teaching is
considered a form of overtime pay and is therefore
nonpensionable.

� Except for payments that are defined as regular
compensation by statute, all pay for additional
services must be specified in the contract.



Part 3: Deduction reporting
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� For the MTRS regulation, see Appendix E, 
807 CMR 5.00, Employer Reporting Requirements.
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� For the updated MTRS Earnings and Contribution
Report File Layout, see Appendix F. The file layout is
also available on our website at mass.gov/mtrs >
Employers > Payroll reporting.
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� This is a sample report with dummy records.

� As described a little later on, with BERT 2.0, you can
very easily run your own error report and then use it
to correct any common errors before you submit your
file to the MTRS.
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� The military service leave reporting form is available
on our website at mass.gov/mtrs > Employers >
Employer forms > Reporting contributions for
members called to active military duty.
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� BERT requires that you have MS Access 2000, 2003
or 2007.

� BERT can be downloaded from mass.gov/mtrs >
Employers > Payroll reporting > Basic Electronic
Reporting Tool (BERT).

� We strongly encourage ALL districts to use BERT, as
it is an easy-to-use retirement deduction reporting
tool that requires less data entry, features user-
friendly input screens and is fully compliant with our
employer reporting requirements.

� In response to your feedback, BERT 2.0 includes two
important and time-saving features that we think you
will find extremely useful:

�� Do-it-yourself error reporting: Simply click on the
“Export error report” button to test your file for the
most common errors, and then fix them BEFORE
you submit your report.

�� Mailing list export: Easily export your employees’
names and addresses for a convenient mailing list.

� For a list of the common errors that BERT will
identify for you, please see Appendix G.
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� A clear, comprehensive and illustrated guide to
installing and using BERT is posted on our website in
both pdf and HTML versions.
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� Suggestion: Add the Employers homepage to your
web browser’s “favorites” for easy access, or create a
shortcut on your desktop to bring you right to the
Employers homepage.
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� Each school district has an assigned MTRS Employer
Services Representative who is available to provide
information and technical assistance.

� For Representatives’ names, e-mail addresses and
phone numbers, please go to mass.gov/mtrs >
Employers > Contact Employer Services.

� Please keep your district’s contact information current
to ensure that you receive MTRS announcements,
mailings and broadcast e-mails.

� Please be sure to complete your program evaluation
form and leave it with one of our representatives.
We need and value your honest feedback!
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Appendix A

807 CMR 4.00: Eligibility for Membership
http://www.mass.gov/mtrs/4about/4regs.htm

Section

4.01: Purpose of Standard-Rules; 
Retirement Board Policy

4.02: Eligibility Criteria

4.03: Enrollment

807-4.01: Purpose of Standard Rules;
Retirement Board Policy

The purpose of 807 CMR 4.00 is to establish uniform
criteria and procedures to be applied by the Retirement
Board in determining an individual’s eligibility for
membership within the Massachusetts Teachers’
Retirement System. The retirement board shall assist all
public school teachers and administrators in obtaining all
rights and benefits authorized by M.G.L. c. 32 while
protecting the retirement system from liability not
authorized by law.

807-4.02: Eligibility Criteria

(1) No individual shall be eligible for membership
within the retirement system unless the retirement
board finds:

(a) The individual is covered by a contractual
agreement for employment with one or more
school committees or boards of trustees or by
any combination of such committees and boards;

(b) The contractual agreement requires not less than
half-time service;

(c) The individual holds a certificate granted by the
board of education, has been granted a waiver
pending certification by the board of education,
or has been approved as an apprentice teacher in
accordance with the provision of St. 1985, c. 188,
21; and

(d) The individual has a contractual agreement
which requires that the individual be certified by
the board of education as a condition of
employment.

(2) In addition to those individuals determined to be
eligible pursuant to 807 CMR 4.02(1), the following
individuals shall be deemed eligible for
membership: individuals who hold a certificate
granted by the board of education and are employed
on the basis of not less than half-time as the director
of an educational collaborative as organized and
approved under the provisions of M.G.L. c. 40, § 4E.

807-4.03: Enrollment

(1) Enrollment. Any individual who enters into a
contractual agreement for employment with a
school committee or board of trustees shall obtain
from such committee or board a form (MTRB
Enrollment Form) and file it with the retirement
board within 30 days of the individual becoming
eligible for membership.

REGULATORY AUTHORITY 807 CMR 4.00: 
M.G.L. c. 15, § 16.
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Appendix B

Restrictions on Post-Retirement Public Sector
Employment in Massachusetts
PERAC memo #24/2008; http://www.mass.gov/perac/08memos/2408.html

Commonwealth of Massachusetts | Public Employee Retirement Administration Commission
Five Middlesex Avenue, Suite 304, Somerville, MA 02145
Ph 617 666 4446 | Fax 617 628 4002 | TTY 617 591 8917 | www.mass.gov/perac
Domenic J. F. Russo, Chairman | A. Joseph DeNucci, Vice Chairman 
Mary Ann Bradley | Paul V. Doane | Kenneth J. Donnelly | James M. Machado | Donald R. Marquis
Joseph E. Connarton, Executive Director

M E M O R A N D U M

TO: All Retirement Boards

FROM: Joseph E. Connarton, Executive Director

RE: Restrictions on Post–Retirement Public Sector Employment in Massachusetts

DATE: July 2, 2008

The retirement laws for public employees in Massachusetts impose limitations on post retirement earnings from the
Commonwealth, or any of its subdivisions [G.L. c. 32 § 91(b) & (c)].  The limitations apply to all persons retired from the
public sector in Massachusetts who are receiving a retirement allowance, both superannuation and disability retirees.
There are several exceptions to the limitations, for example retirees who are elected to office by a direct vote of the people.
This memorandum is not intended to discuss the exceptions.   

If a retiree is re-employed in the service of the Commonwealth, or any of its counties, cities, municipalities or political
subdivisions, his or her earnings for the calendar year when added to the retirement allowance he or she is receiving,
cannot exceed the salary currently being paid for the position from which he or she retired.  Further, public sector re-
employment is limited to a period of up to 960 hours in aggregate, in any calendar year.

For example, a retiree is receiving an allowance of $40,000, and the position from which he or she retired is currently
paying $55,000.  The retiree may not earn more than $15,000 and/or work more than 960 hours in the service of the
Commonwealth or a political subdivision thereof in a calendar year.

The responsibility for monitoring post-retirement earnings is placed upon the employer and the retiree [G.L. c. 32,
§ 91(c)].  The retiree shall certify to his or her employer and the treasurer or person responsible for the payment of
compensation, the number of days or hours which he or she has been employed in any calendar year and the amount of
earnings from this employment.  If the number of hours exceeds 960, the retiree shall not continue to be employed.  If the
earnings exceed the amount allowed, the retiree shall return to the appropriate treasurer or person responsible for the
payment of compensation all earnings in excess of the allowable amount. The amount of any excess not returned may be
recovered in an action in contract by the treasurer or person responsible for the payment of the compensation to
the retiree.  

The court has ruled that if the employer does not seek or receive the reimbursement from the retiree, the Retirement
Board that paid may recoup the excess payments, [Flanagan v. Contributory Retirement Appeal Bd., 51 Mass.App.Ct. 862,
750 N.E.2d 489 (2001)] 

We urge all public employers to periodically review the hours of employment and earnings being paid to public sector
retirees.  Retirement Boards should share this memorandum with the employers who make up the governmental units in
the Retirement Systems.
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Appendix C

MTRS establishes new policy clarifying restrictions 
on hiring retirees
MTRS memo mailed to school district superintendents on April 1, 2008 
from Joan Schloss, MTRS Executive Director

As you are aware, General Laws chapter 32, section 91
restricts public retirees’ eligibility to work for public
employers. Specifically, section 91(a) prohibits all retirees
from “render[ing] service” to any public employer, which
includes traditional public schools, educational
collaboratives, and charter schools (hereinafter collectively
referred to as “School Districts”). Section 91(b) provides a
general exception to this prohibition, allowing post-
retirement employment for up to 960 hours in any calendar
year, and limiting annual earnings to the difference
between the retiree’s retirement allowance and the salary
being paid for the position from which he/she retired.
Prompted in part by a recent court decision, it is the
position of the Massachusetts Teachers’ Retirement System
(the “MTRS”) that “render[ing] service” includes work
under an employee leasing arrangement. Therefore such
arrangements are subject to the restrictions of section 91. 

What is an employee leasing arrangement?
An employee leasing arrangement is one where one
company (the “Leasing Company”) loans or hires out its
employee to another (the “Client Company“). The “leased”
employee is paid by the Leasing Company and may report
occasionally to the Leasing Company. While working for
the Client Company, however, the employee and his/her
work are largely directed and controlled by the Client
Company. The “leased” employee usually works at the
Client Company’s offices, and uses the Client Company’s
equipment to accomplish his/her work. The Leasing
Company may provide little, if any, training. A common
example is a “temp” agency that supplies temporary
workers. Since the law has often regarded “leased”
employees as employed by both the Leasing Company and
Client Company, the MTRS has concluded that a “leased”
employee “renders service” to the Client Company.

How does this affect School Districts?
Certain companies supply interim school administrators to
School Districts under “leasing” arrangements. These
“leased” administrators are often retired school
administrators. All superintendents, assistant
superintendents, and principals are by law appointed,
employed and directed by their respective superiors (and
ultimately, the school committee). G.L. c. 71, §§ 37, 59 and
59B. Superintendents and other administrators assist school

committees in the development of policy, and implement
the policy by managing the operations of the school system
in accordance with it. G.L. c. 71, § 52; see, also DOE
Educational Advisory on School Governance. Thus, the
MTRS must regard “leased” employees in such positions to
be “render[ing] service” to the district and therefore subject
to the limitations of section 91(b).

How and when will the MTRS implement this policy?
When the MTRS becomes aware of retirees serving as
“leased” employees, it will consider them subject to the
same restrictions as any other retiree, and thus allowed to
work up to the limits of section 91(b). The MTRS intends to
work with the employing School District to determine the
extent to which the limits may have been exceeded, and
afford the School District the opportunity to exercise its
rights, if any, to recoup the excess pursuant to section 91(c).
However, if the School District does not recoup the excess
earnings, the MTRS will do so through an offset of the
retirement allowance. Because School Districts have
already made arrangements for services for the current
school year, the MTRS will implement this practice
beginning with the new school year in July 2008.

These employee leasing arrangements can be distinguished
from situations where a retiree works for some
independent company that performs a service for the
School District. Examples include companies that provide
kitchen services, landscaping, or equipment repair. In such
situations, the retiree is generally under the direct control
and supervision of another employee of the independent
company, not the School District. Typically, the services are
accomplished using the independent company’s
equipment, and the services are often tangential to the
client’s main business (e.g. providing food for employees,
repairing equipment). In such arrangements, the
independent contracting company is obligated to perform
some service; in employee leasing arrangements, the
Leasing Company is obligated only to provide the labor of
some individual. The Public Employee Retirement
Administration Commission has opined that retirees
working for legitimate independent contracting companies
are not subject to the restrictions of section 91.

If you have any questions, please contact our General
Counsel, James Salvie, at 617-679-6888 or by e-mail at
james.salvie@trb.state.ma.us.
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Appendix D

Regular compensation
The statute, MTRS policy statement and guidelines

M.G.L. c. 32, § 1
“Regular compensation”…shall mean full salary, wages or
other compensation in whatever form, lawfully determined for
the individual service of the employee by the employing
authority, not including bonus, overtime, severance pay for any
and all unused sick leave, early retirement incentives, or any
other payments made as a result of giving notice of
retirement…and including any part of such salary, wages or
other compensation derived from federal grants…; provided,
that…salary, wages or other compensation payable in the form
of cost of living bonuses and cost of living pay adjustments
shall be included in such term.

In the case of a teacher employed in a public day school who is
a member of the teachers’ retirement system, salary payable
under the terms of an annual contract for additional services in
such a school and also compensation for services rendered by
said teacher in connection with a school lunch program or for
services in connection with a program of instruction of physical
education and athletic contests as authorized by section forty-
seven of chapter seventy-one shall be regarded as regular
compensation rather than as bonus or overtime and shall be
included in the salary on which deductions are to be paid to the
annuity savings fund of the teachers’ retirement system.

Regular compensation shall also include all premiums paid by
any governmental unit for the purchase of an individual or
group annuity contract.

MTRS policy statement
The amount you, as a member of the Teachers’ Retirement
System, contribute to the retirement system is based upon your
regular compensation. Regular compensation is a term which is
defined in Massachusetts General Laws chapter 32, section 1,
the public pension law (above).

Regarding teachers
For teachers, salary payable under the terms of the collective
bargaining agreement for additional services is also regarded as
regular compensation so long as the services are educational in
nature, the remuneration for these services is provided in the
collective bargaining agreement and the services are performed
during the school year. 

Teachers frequently ask whether compensation they received
for attending professional development courses or
reimbursement of professional development expenses is

included within regular compensation. Reimbursement of
expenses is not income, and therefore not regular
compensation. In general, one-time payments of any kind, even
for professional development, cannot be regarded as regular
compensation. Amounts that are added to a teacher’s base pay,
however, may be regarded differently.

Determining what is included in regular compensation is an
important issue for both the member and the MTRS. The MTRS
has a fiduciary duty to comply with the law and to ensure that
only those payments which meet the definition of regular
compensation are used in the member’s three-year average
salary. For the member, it is in his or her best interests to
understand what will be regarded as regular compensation so
that at the time of retirement, there won’t be any
misunderstandings or false expectations on what will be
included in the member’s final three-year average salary.

Regarding administrators
For school administrators who negotiate their individual
contracts, determining what is considered regular
compensation requires careful review and consideration. The
MTRS has a fiduciary duty to comply with the law and to
ensure that only those payments which meet the definition of
regular compensation are used in the member’s three-year
average salary. For that reason, at the time a school
administrator submits his/her application for retirement, the
MTRS will request copies of all the contracts covering the final
four years of the administrator’s employment. The MTRS must
review the language of the contracts, the dates of their
execution and the percentage of salary increases. As a general
rule, reimbursements and payments received for travel and
business expenses will not be considered regular compensation.
Moreover, any significant increase in the administrator’s salary
in any of the final three years may be questioned. It is not
unusual for a retirement counselor to request explanations of
certain payments and to ask to be provided with a copy of the
person’s notice of retirement.

It is in everyone’s best interests to understand and have a clear
idea of what will be regarded as regular compensation so that
at the time of retirement there won’t be any misunderstandings
or false expectations on what will be included in the member’s
final three-year average salary.

Continued on next page



M T R S  S C H O O L  B U S I N E S S  A D M I N I S T R A T O R  T R A I N I N G   |   S U M M E R  2 0 0 8

Program Guide 34

Included earnings

� Annual salary per collective bargaining agreement or
administrator’s contract

� Longevity (not “enhanced” longevity; 
see Salary augmentations, under Excluded earnings, at right)

� Coaching

� Additional services per collective bargaining agreement
(e.g., yearbook advisor, class advisor); see Regarding
additional duties, in shaded box, below)

� Salary payable under the terms of the collective
bargaining agreement for services rendered in connection
with a school lunch program

� Salary payable for services in connection with a program
for physical education instruction and athletic contests
such as intramural sports

� Cost-of-living bonuses or adjustments that become part
of base compensation

� Premiums paid by employer for individual life or disability
insurance or an individual annuity contract

� Educational step increases according to salary schedule
set forth in collective bargaining agreement, excluding
money for reimbursement for attending
educational workshops

Excluded earnings

� Retirement incentives

� Sick leave buy-back

� Overtime

� Bonus

� Special projects

� Summer school

� Reimbursement for travel or other expenses

� Payment for unused vacation

� Amounts paid in addition to salary for professional
development or education assistance
(e.g., recertification workshops)

� Any payment made as a result of the employer’s
knowledge of your retirement

� Salary augmentations [i.e., any extraordinary, ad hoc or
nonrecurring salary augmentations or enhancements,
such as extended longevity buy-out (ELBO) plans]

Regarding additional duties

Salary payable under the terms of the collective bargaining

agreement for additional services is also regarded as

regular compensation so long as the services are

educational in nature, the pay for these services is provided

in the collective bargaining agreement and the services are

performed during the school year. For most additional

services—except school lunch and sports programs—

hourly wages will not be included. As a general rule,

reimbursements and payments received for travel and

business expenses will not be considered

regular compensation.

PLEASE NOTE: These guidelines are subject to change by act of the Massachusetts Legislature, regulation of the Massachusetts Teachers’
Retirement System or by judicial and administrative law decisions.

Regular compensation: MTRS guidelines
What is included in “regular compensation” is determined by the statute quoted at left and regulations of the MTRS and the Public
Employee Retirement Administration Commission. For convenience, a summary of those regulatory provisions is set forth below
(though the regulations themselves will always be determinative).
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Appendix E

807 CMR 5.00: Employer Reporting Requirements
http://www.mass.gov/mtrs/4about/4regs.htm

Section

5.01: Purpose of Standard Rules; 
Retirement Board Policy

5.02: Monthly Deduction Report

807-5.01: Purpose of Standard Rules; 
Retirement Board Policy

The purpose of 807 CMR 5.00 is to clarify and
standardize the reporting of employee data to be
required of each governmental unit who employs
individuals eligible for membership in the Massachusetts
Teachers’ Retirement System. Standardizing and
clarifying reporting requirements for all governmental
units will enable the retirement board to ensure the
accurate accounting of all member accounts, to guarantee
the financial accountability of the retirement fund, and to
maintain the necessary data to fully comply with all
reporting requirements as provided in M.G.L. c. 32. All
records and reports shall be required as of the dates
outlined in these rules and as outlined in M.G.L. c. 32.

807-5.02: Monthly Deduction Reports

(1) Each governmental unit with employees who are
members of the Massachusetts Teachers’ Retirement
System shall report to the Executive Director of the
Teachers’ Retirement Board on or before the tenth
day of each succeeding month the various amounts
withheld for the deposit in the annuity savings fund.

(2) Each governmental unit shall submit monthly
reports in an automated format prescribed by the
Teachers’ Retirement Board.

(3) Any governmental unit which withholds
contributions from 50 or less members may request
authorization to submit written monthly deduction
reports. Such a request shall specify the reason(s)
which prohibits automated reporting. The granting
of such a waiver shall be at the discretion of the
Board.

REGULATORY AUTHORITY 807 CMR 5.00: M.G.L. c.
15, § 16.
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Appendix F
MTRS 
Earnings and
Contribution
Report 
File Layout
Updated July 1, 2008

The MTRS standardized earnings and retirement contribution reporting in 1996.
The original file specifications have since been modified to simplify payroll deduction
reporting for employers and remove most of the originally required data that is otherwise
non-existent in payroll systems. While updating the report validations and file field
definitions, the MTRS has retained the fundamental structure of the original 309 character
per record layout in order to avoid requiring software revisions by employers.

Field definitions

Field name Record Type

Status Required

Length 1 character

Valid entries are Payroll records are identified by “C” (letters are all caps)

Description This is the first field in the report. It identifies the type of record being
read by the system. Record types A, B and D have been eliminated.

Field name Trans-Type

Status Required

Length 1 character

Valid entries are N – Normal, R – Retroactive, A – Adjustment (letters are all caps)

Description The Transaction Type field identifies the pay type of each individual
record.

� Normal Record: Record reporting regular payroll data

� Adjustment Record: Record used to correct an error or omission 
that occurred in a prior reporting period

� Retroactive Record: Record generated to report retroactive
pensionable pay for an employee who would not have a normal
record for that period (such as a terminated employee or a retiree);
this is the sole function of this transaction type

Field name Trans-Date

Status Required

Length 8 characters

Valid entries are yyyymmdd

Description Also known as the Pay Date or Check Date, the Transaction Date
identifies the date of the pay transaction that pertains to this specific
record. In a normal payroll record the transaction date(s) are always the
same month as the Period. When the report contains aggregate records,
this date should reflect either the last check or the last calendar date of
the month being reported.

Field name Agency

Status Required

Length 6 characters

Valid entries are #### (space) (space) - # = 0-9

Description The school district’s four-digit agency code assigned by MTRS. This field
is left justified and should be space-filled.
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Field name School Code

Status Eliminated

Length 3 characters

Valid entries are (space) (space) (space)

Description Formerly the school building location code; no longer used. Please insert
three spaces. This field can remain populated if being populated today.

Field name SSN

Status Required

Length 9 characters

Valid entries are ######### - # = 0-9

Description The member’s Social Security number is the primary key in the MTRS
database. No hyphens.

Field name Name

Status Required

Length 30 characters

Valid entries are Alpha-numeric (letters are all caps), left justified + space filled 

Description Full name of the member whose data is being reported. Format is last
name first separated by a comma from the first name and middle initial.
Modifiers (Sr., Jr., II, III, etc.) are part of the last name separated from the
last name by a space then followed by a comma. Hyphenated last
names are valid. There should only be one comma in the name field
because there is no comma between the first name and middle initial
(e.g., “HIDALGO-SMITH III, JANET R”).

Field name Rate-Code

Status Required

Length 2 characters

Valid entries are 05, 07, 08, 09, 11

Description Identifies the contribution rate in the record being reported.

Field name Contract-Term

Status Required

Length 2 characters

Valid entries are 01, 02, 03, 09, 10, 11, 12

Description The term (length of time expressed in months) associated with the
contract covering the member whose deductions are being reported;
the length of time the member is contracted to work. Contract terms of
“01”, “02” and “03” should only be used for an athletic coach who is a
teacher in another school district.

Appendix F
Continued

MTRS 
Earnings and
Contribution
Report 
File Layout
Updated July 1, 2008
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Field name Pay-Duration

Status Required

Length 2 characters

Valid entries are 01, 02, 03, 09, 10, 11, 12, LS

Description Duration of the pay schedule for the member being reported, expressed
in months. The “LS” value is entered for members on a 12-month pay
cycle who collect their summer pay as a lump-sum in month 10. Pay
durations of “01”, “02” and “03” should only be used for a coach who
teaches in another school district.

Field name Base-Earnings

Status Required

Length 8 characters

Valid entries are ########, # = 0-9, zero filled

Description The portion of contractual base earnings actually paid to the member
during the reporting period; equals the contracted annual salary divided
by the annual pay frequency, multiplied by the number of pay periods
being reported in the record. 

$1234.64 = 00123464 and $-1234.64 = 0012346N

All earnings and deductions fields can have alpha-numeric last characters
based on COBOL standards.

Field name Coaching-Earnings

Status Required

Length 8 characters

Valid entries are ########, # = 0-9, zero filled

Description Earnings paid for athletic coaching at such times as they occur.

$1234.64 = 00123464 and $-1234.64 = 0012346N

All earnings and deductions fields can have alpha-numeric last characters
based on COBOL standards.

Field name Retroactive-Earnings

Status Required

Length 8 characters

Valid entries are ########, # = 0-9, zero filled

Description Earnings being reported in a current period that are retroactive to a prior
period.

$1234.64 = 00123464 and $-1234.64 = 0012346N

All earnings and deductions fields can have alpha-numeric last characters
based on COBOL standards.

Appendix F
Continued

MTRS 
Earnings and
Contribution
Report 
File Layout
Updated July 1, 2008



M T R S  S C H O O L  B U S I N E S S  A D M I N I S T R A T O R  T R A I N I N G   |   S U M M E R  2 0 0 8

Program Guide 39

Field name Longevity-Earnings

Status Required

Length 8 characters

Valid entries are ########, # = 0-9, zero filled

Description Earnings paid for a contractual longevity bonus that is not incorporated
into the base salary.

$1234.64 = 00123464 and $-1234.64 = 0012346N

All earnings and deductions fields can have alpha-numeric last characters
based on COBOL standards.

Field name Stipend-Earnings

Status Required

Length 8 characters

Valid entries are ########, # = 0-9, zero filled

Description Additional eligible earnings paid as contractual stipends and reported
when they occur; e.g., pay received for Choral Director, Department
Head, Lead Teacher, etc.

$1234.64 = 00123464 and $-1234.64 = 0012346N

All earnings and deductions fields can have alpha-numeric last characters
based on COBOL standards.

Field name Premium-Earnings

Status Required

Length 8 characters

Valid entries are ########, # = 0-9, zero filled

Description Premiums paid by the employer for individual life or disability insurance
or annuity contracts. Frequently found in administrator’s contracts.

$1234.64 = 00123464 and $-1234.64 = 0012346N

All earnings and deductions fields can have alpha-numeric last characters
based on COBOL standards.

Field name Ineligible-Earnings

Status Required

Length 8 characters

Valid entries are ########, # = 0-9, zero filled

Description Nonpensionable (ineligible) earnings paid to the member in the
reporting period; no deductions are taken from these earnings and they
are not added to the total. Please default all undefined codes to this
field.

$1234.64 = 00123464 and $-1234.64 = 0012346N

All earnings and deductions fields can have alpha-numeric last characters
based on COBOL standards.
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Field name Pay-Frequency

Status Required

Length 2 characters

Valid entries are 01, 02, 03, 10, 12, 20, 21, 22, 24, 26, 27, 40, 41, 42, 43, 44, 52, 53

Description The annual pay date schedule expressed as a two-digit number. For a
member who receives pay weekly over all 12 months in the year, the
pay frequency would be reported as 52. Teachers who receive pay on a
bi-weekly schedule, 12 months a year would have a pay frequency of
26. Pay frequency of “01”, “02” and “03” should only be used for a
coach who teaches in another school district. 

Field name Retirement-Deduction

Status Required

Length 6 characters

Valid entries are ######, # = 0-9, zero filled, right justified

Description The retirement contribution actually deducted for the member reported
in this record. This is calculated as a percentage of the sum of all eligible
earnings reported in the previous earnings fields.

$234.64 = 023464 and $-234.64 = 02346N

All earnings and deductions fields can have alpha-numeric last characters
based on COBOL standards.

Field name 2% Retirement-Deduction

Status Required

Length 6 characters

Valid entries are ######, # = 0-9, zero filled, right justified

Description The “30-plus” contribution deducted for the member reported in this
record. The “30-plus” deduction should be calculated on a pay period
basis on all earnings over that which would equal the earnings of
someone being paid $30,000/year.

$234.64 = 023464 and $-234.64 = 02346N

All earnings and deductions fields can have alpha-numeric last characters
based on COBOL standards.

Field name Repay

Status Required

Length 6 characters

Valid entries are ######, # = 0-9, zero filled, right justified

Description Reserved for reporting pre-tax installment payments. Use of this field is
currently suspended but eventually it will be used to report installment
payments to the MTRS through payroll deduction (for refund buy-backs,
service purchases, etc.). Installment payments must be authorized by the MTRS
before being submitted. This field should not be used for error correction.

$234.64 = 023464 and $-234.64 = 02346N

All earnings and deductions fields can have alpha-numeric last characters
based on COBOL standards.
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Field name Period Date

Status Required

Length 6 characters

Valid entries are yyyymm

Description Also known as the reporting period or payroll period. The payroll
year/month to which the transaction reported in the record applies;
format is a 4-digit year followed by a 2-digit month (01 through 12):
yyyymm. The month and year of the period date must match the month
and year of the transaction date on all normal records.

Field name Full-time Status

Status Required

Length 3 characters

Valid entries are ###, zero filled, no decimals!

Description Full-time/part-time status. The percentage of full-time the member being
reported is working; field is 3-digit numeric; full-time is entered as
“100”; eligible part-time entries are “001” through “099”. While
employees who are working less than half-time (“050”) are ineligible for
MTRS membership, it is sometimes necessary to report less than half-
time values in this field when a member is working in more than one
school district and the combination of the multiple district employment
is equal or greater than 50% full-time.

Field name Gender Code

Status Eliminated

Length 1 character

Valid entries are (space)

Description Please insert one space. This data is now collected through the
enrollment application. If currently being populated, no change is
required.

Field name Birth-Date

Status Eliminated

Length 8 characters

Valid entries are (space) x 8 or 19500101

Description Please insert 19500101 or eight spaces. This data is now collected
through the enrollment application. If currently being populated,
no change is required.

Field name Street1 – Attn: Line

Status Required

Length 30 characters

Valid entries are Alpha-numeric (letters are all caps), left justified + space filled 

Description This field is used for additional address mailing information such as an
apartment or suite number, “c/o”, etc. Please avoid commas or other
punctuation marks.
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Field name Street2 – Street Address Line

Status Required

Length 30 characters

Valid entries are Alpha-numeric (letters are all caps), left justified + space filled

Description This field is used for the member’s primary street address or PO Box
number. Please avoid commas or other punctuation marks.

Field name City

Status Required

Length 16 characters

Valid entries are Alpha-numeric (letters are all caps), left justified + space filled

Description The city or town portion of the member’s mailing address.

Field name State

Status Required

Length 2 characters

Valid entries are Any standard two digit abbreviation for a US state or PR for Puerto Rico

Description The two-character state abbreviation. Letters are all caps

Field name Zip Code

Status Required

Length 10 characters

Valid entries are #####, #####-#### or #####(space)#### - (# = 0-9)

Description The postal ZIP code that pertains to the member’s address. This field is
sized to accommodate ZIP+4 and should be fully populated whenever
this data is available. The format is base ZIP followed by four digits and
may be input without a hyphen.

Field name Salary

Status Required

Length 6 characters

Valid entries are ######  (# = 0-9)

Description The current annual contractual salary for the member being reported.
This field should be updated whenever a member’s salary changes.
This should be the full-time equivalent and stated in whole dollars.

$54,127 = 054127

The salary field does not allow alpha-numeric coding.
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Field name Position

Status Required

Length 6 characters

Valid entries are SUPT = Superintendent
TEACH = Teacher
COACH = Coach (as primary title)
ADMIN = Administrator
PRIN = Principal
NURSE = School Nurse
OTHER = Other
LTS = Long-term sub
PSYCH = Psychologist or psychiatrist
LIBRA = Librarian
ASPRIN = Assistant Principal
ASUPT = Assistant Superintendent
GUIDE = Guidance Counselor
OT = Occupational Therapist
PT = Physical Therapist

Description The member’s generic position code derived from an MTRS-defined
table. Please use upper case letters.

Field name Employer Paid Code

Status Eliminated

Length 1 character

Valid entries are (space) 

Description Please insert one space

Field name Employer Paid Amount

Status Eliminated

Length 8 characters

Valid entries are 00000000 or (space) x 8

Description Please insert eight zeroes (00000000) or eight spaces 

Field name Grant Percentage

Status Eliminated

Length 3 characters

Valid entries are 000 or (space) x 3

Description Please insert three zeroes (000) or three spaces

Field name Time

Status Eliminated

Length 3 characters

Valid entries are 000 or (space) x 3

Description Please insert three zeroes (000) or three spaces
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Field name Certification Number

Status Eliminated

Length 8 characters

Valid entries are eight spaces

Description Please insert eight spaces. This data is now collected through the
enrollment application. If currently being populated with a valid
certification number, no change is required.

Field name Certification Issuer

Status Eliminated

Length 4 characters

Valid entries are four spaces

Description Please insert four spaces. This data is now collected through the
enrollment application. If currently being populated with a valid
certification source, no change is required. 

Field name Certification Date

Status Eliminated

Length 8 characters

Valid entries are 00000000 or (space) x 8

Description Please insert eight zeroes 00000000 or eight spaces. This data is now
collected through the enrollment application. If currently being
populated with a valid certification number, no change is required.

Field name Filler

Status Eliminated

Length 8 characters

Valid entries are 8 spaces

Description Please insert eight spaces

Field name Deduction Start Date

Status Eliminated

Length 8 characters

Valid entries are 00000000 or (space) x 8

Description Please insert eight zeroes 00000000 or eight spaces. This data is now
collected through the enrollment application.

End of record Please end each record with a carriage return
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Below is a list of the possible error messages that may appear in a BERT 2.0 Error Report
and what they indicate.

Error message What this means

Agency code is invalid The four-digit Agency code field is blank

Transaction date is invalid The member’s transaction date is blank

Pay period is not valid The period date field is blank

SSN is invalid The member’s Social Security number is null or one of
several designated false SSNs

Name field is blank There is no data in the name field

Street address is blank The member’s street address field in the address is blank

City field is blank The city field of the member’s address is blank

State field is blank The member’s state field in the address is blank

Zip code is invalid The member’s zip code field in the address is blank

Eligible earnings without Eligible earnings were reported but no 
a deduction deduction was reported

Record has no earnings The earnings and deduction fields are all 
or deduction zero

Deduction without A deduction has been taken without eligible 
eligible earnings earnings being reported

Rate code is invalid The member’s rate code is not one of these acceptable
values: 05, 07, 08, 09 or 11

Regular deduction is invalid The regular deduction field is blank or negative

Deduction does not match The regular deduction amount does not 
eligible earnings calculate properly against the eligible 

earnings

2% Deduction is invalid The value in the 2% field is either blank or negative

2% Deduction is missing This error will appear for any 8% or 9% member that is
listed as full-time with a salary of more than $30,000 but
yet did not have a 2% deduction taken

2% Deduction taken in error This error will appear for any 5% or 11% member who
had 2% deduction taken

Installment payment is The installment field is blank or any value 
invalid other than zero

Annual salary is invalid The annual salary is blank, zero or negative

Position code is invalid The position code is not one of these acceptable values:
TEACH, ADMIN, OTHER, COACH, PRIN, NURSE, SUPT,
LTS, PSYCH, ASPRIN, LIBRA, GUIDE, OT, PT or ASUPT

Full-time percentage is The full-time status is null or a value of less 
not valid than 002 or more than 100 has been reported

Continued on next page
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Error message What this means

Contract term is invalid The contract term field is blank or a value other than 01,
02, 03, 09, 10, 11 or 12 has been detected

Pay frequency is invalid The pay frequency is not one of these acceptable values:
01, 02, 03, 10, 12, 20, 21, 22, 24, 26, 27, 40, 41, 42,
43, 44, 52 or 53

Pay duration is invalid The pay duration field is blank or a value other than 01,
02, 03, 09, 10, 11, 12 or LS has been detected

Pay duration and pay The combination of pay duration and pay 
frequency are not frequency value being reported is not 
compatible possible

Pay duration cannot be Member is listed as working more months 
shorter than the than he or she is paid
contract term
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Western Regional Office
Located at the intersection of State
and Main Streets, diagonally across
from the Springfield Civic Center

101 State Street, Suite 210
Springfield, MA  01103-2066 

Phone 413-784-1711
Fax 413-784-1707

Hours: 8:45 a.m. – 5 p.m., 
Monday through Friday

Parking is available at the Bliss Street
Parking Garage and on the street
at meters

Cambridge Office
Located adjacent to the CambridgeSide
Galleria shopping mall and within
walking distance of the Lechmere MBTA
green line station

One Charles Park
Cambridge, MA 02142-1206

Phone 617-679-MTRS (6877)
Fax 617-679-1661 (main office)

Hours: 8:45 a.m. – 5 p.m., 
Monday through Friday

Parking is available across the street at
the CambridgeSide Galleria shopping
mall garage

Western Regional Office
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Contacting us

The MTRS operates two
offices; depending on
where you are located,
your employees should
contact the office in
Cambridge or in
Springfield.

If you have questions…
Employers should contact
the Employer Services
unit in our Cambridge
office for information.

Phone

To reach a representative,
call 617-679-6895, or, for
a specific person, dial
617-679-[ext]

Mary Ellen Bernier . . . 6857

Mary Lynn Chu . . . . . 6826

Christine Connell . . . . 6896

Lachelle Drayton. . . . . 6879

Robert George . . . . . . 6869

David Harbison. . . . . . 6873

Kathleen Kreatz . . . . . 6856

Shirley Kwan. . . . . . . . 6876

Cam Luu. . . . . . . . . . . 6852

Tom O’Connell. . . . . . 6865

David Percoco . . . . . . 6809

Richard Probert,
Director . . . . . . . . . . . 6878

Patricia Raynowska . . . 6850

Fax
617-679-1661

E-mail
empsup@trb.state.ma.us

Online
Go to mass.gov/mtrs
and click on Employers
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